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CENTRAL INIELLIGENCE AGEICY
Washington, D. C.

HOTICE
NC. «53 Mareh 1953

SUBJECT: Procurement of Letter and lesal-size Filing Cabincts

1. Effective upon publication of this Notice, the following < "'
policy -w- esteblished for the procurerent of jza filing cabinets..
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2., QJabirets without loeks. Procurement of correspondence
type filing eabinets will be vrestricted to standard five-drawer legal
or letter-size cabinets., The cabinets established as standard ars
eyuipped with tuide rods and have 24" drawers. Requisitions for legal-
size cabinets will not be honored unless accovpanied by a certifica-
tior stating that more than 20% of the rocord material to bs filed is
of legal sige,

b, Cabinets equipped with combination locks. Purchases
will be limited to the standard four-drawer combination lock legal or
letter-size cabinets, depending upon the size of the record material
to be filed. Requisitions for the legal-size cabinets will include
a justification such as described in (a) above. The cabinets will
be of a standard and type to meet the security requirements of the
Acency.

2. Unere feasible, the files of organizational units should
be centralized and various saries of {'iles combined so as to permit
the use of correspondence type filinz cabinets without loecks in vault
areas instead of the expensive type equipment with a combination lock.
The apvroval of the Office of Security is required for the establish-
ment of a vault area,

* YALTER REID WOLF
Deputy Director
(Administration)
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